WHOLESALER
EPAY SYSTEM
USER
MANUAL

Division of Alcohol and Tobacco Control
1738 E. EIm Street, Lower Level
Jefferson City, MO 65101
www.atc.dps.mo.gov

(September 2014)

1


http://www.atc.dps.mo.gov/

WHOLESALER EPAY SYSTEM USER MANUAL

TABLE OF CONTENTS

Page Number

Lo IN . e 3
HOome Page . ... i e e et e 4
No Shipment . ... e e 7
Invoice Upload . ... i e 11
Invoice ENtry ... e e 16
ReVIeW/SUDMIt ..o 20
Submission History ... ... i 23
File Format ... .o e 24



Starting Electronic Reporting/Payment
Website address:

Log In: Enter user name and password and click Log In

px?ReturnUrl=362fATCLIC 3 2fdefault.

& Convert » [FHSelect

9 Share Browser WebEx -
7 Favorites 95 @) state agency ‘ Missouri Department of R.. | 0] Outlook Web App & | ETA - My Work Schedule & | Free Hotmail U Suggested Sites =

& Excise = Login fii ~ B v [ dm v Pagev Safety~ Tools~ (@~

. - " Jay Nixon, Governor
Missouri Department of Public Safety Lafayette E. Lacy, State *‘luppr'

Alcohol & Tobacco Control

Not logged in |
MENU _
LOGIN
User Name:
Password:

[[IRemember me next time.

i.| Done & Internet | Protected Mode: On fa v WI100% -

@ Epay - Micr... RE: Instructi... || =¥ Session A-... =i SessionB - ... Licensee In... | = L | 8:02 AM



After you log in you will come to the Home Page:
Excise 1 Home - Windows nlore

@ Convert v [GHSelect
e Share Browser WebEx -~
¢ Favorites T;;:', & | state agency ‘ Missouri Department of R.. | 0] Outlook Web App & | ETA - My Work Schedule & | Free Hotmail ﬂ Suggested Sites -

(& Excise : Home % v B v [ o= v Page~ Safetyr Tools+ @~

Jay Nixon, Governor
Lafayette E. Lacy, State Supervisor

Missouri Department of Public Safety

Alcohol & Tobacco Control

3333333 2014/01 Lic# Date SET Logout cmitchem@state.mo.us
LWS - LICENSEE NAME MENU
HOME
LICENSE INFORMATION INVOICE SUBMIS SIONS

License Number: .... 3333333 LEDGER

. HISTORY
License Type: ...... LwWS
Licensee: .......... LICENSEE NAME FILE FORMAT
Location: .......... 301 W HIGH STREET
.................... JEFFERSON CITY, MO 651010003
Business Phone: .... 1112223333
License Status: .... ACT

Current Ledger Balance: $0.00
@ Internet | Protected Mode: On g v H100% -

I ] I
§ Epay Instru... | [ Epay - Micr... RE: Instructi... || =¥ Session A-.. "= SessionB- .. Lt Licensee In... |= | T:48 AM

Please note the Menu Box on the right and options that are available:

Home: Allows you to type in license number and the year/month you are reporting for. This screen also
shows your license information.

Invoice Submissions: Allows you to enter your invoice information, inventory balances, review and
submit your taxes for payment.

Ledger: This screen shows amount due, any additional charges imposed by ATC, credits applied to
license. After payment has been accepted it will show up in this screen.

History: This screen will show prior invoices submitted.

File Format: This option shows the file format for the Text File that can be created to upload
information into the system.



On the Home Page:
Lic #: Type in the License # and enter

Date: Type in the Month and Year report is for (xxxx/xx) and enter

Screen will look like this:

@Conver‘t v [EHSelect
Share Browser WebEx

’3 Faverites TJ;:, £ | state agency ‘ Missouri Department of R.. | 0] Outlook Web App & | ETA - My Work Schedule g | Free Hotmail ﬂ Suggested Sites - =

>

/& Excise : Home - B ~ [ mm v Page~ Safety~ Tools~w 9'

Jay Nixon, Governor
Lafayette E. Lacy, State Supervisor

Missouri Department of Public Safety

Alcohol & Tobacco Control

3333333 2014/01 Lic# Date SET Logout cmitchem@state.mo.us
LWS - LICENSEE NAME MENU )
HOME
LICENSE INFORMATION INVOICE SUBMISSIONS

License Number: .... 3333333 LEDGER

. HISTORY
License Type: ...... LWS
Licensee: .......... LICENSEE NAME FILE FORMAT
Location: .......... 301 W HIGH STREET
.................... JEFFERSON CITY, MO 651010003
Business Phone: .... 1112223333
License Status: .... ACT

Current Ledger Balance: $0.00
@ Internet | Protected Mode: On g v H100% -

) | |
Epay Instru... | @ Epay - Micr... B RE Instructi... | =¥ SessionA-... =0 SessionB- .. 0y Licensee In... | « | T:48 AM

Make sure the information on the screen matches the report you are entering from.

To enter invoice information click Invoice Submissions from the Menu.




The next screen will look like this:

< “Windows Interet Explore

€ | https://appsldev.mo.gov/ATCLIC/upload.aspx hd %

& Excise Taxz Ial'l:fthly Submission:

U~
@Conver‘t - Select
Share Browser WebEx ~

3

. Favorites TJ:B £ | state agency ‘ Missouri Department of R.. | 0] Outlook Web App & | ETA - My Work Schedule g | Free Hotmail u Suggested Sites -

>

/& Excise Tax :: Monthly Submissions f”ﬁ v i ~ ] o= v Pagev Safety~ Tools~ 9'

Jay Nixon, Governor
Lafayette E. Lacy, State Supervisor

Missouri Department of Public Safety

Alcohol & Tobacco Control

3333333 2014/01 Lic# Date SET Logout cmitchem@state.mo.us
LWS - LICENSEE NAME MENU
HOME
MONTHLY SUBMISSIONS INVOICE SUBMISSIONS
LEDGER
INVOICE UPLOAD INVOICE ENTRY INVENTORY REVIEW,SUBMIT
HISTORY
FILE FORMAT
Invoice Upload
File: Browse...
Done @ Internet | Protected Mode: On fa v H100% -

T T
Epay Instru... | @ Epay - Micr... RE: Instructi... | | =8 Session A- ... "21¥SessionB- .. || T Licensee In... | « | 7:48 AM

From this screen you will enter your invoice information either by uploading your text file or by
manually entering your invoice information. You will also review and submit totals for payment from
this screen. Please see a brief description below regarding each tab.

Invoice Upload: Allows you to create a text file that contains the required information in the required
format and upload it into our system. Refer to Instructions for Invoice Upload.

Invoice Entry: Allows you to manually enter your invoice information. Refer to instructions for Invoice
Entry.

Inventory: Only manufacturers and solicitors located in Missouri will complete this section.
Wholesalers do not use this tab.

Review/Submit: This will be the final step in this screen to review information and submit payment.
Even though wholesalers do not submit payment this step is required to submit invoices.

Now you will need to decide method of invoice entry either Invoice Upload or Invoice Entry.
Whichever method you decide please refer to those instructions now.

If you have no shipments this period please see No Shipment instructions.
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No Shipment Instructions: Reports are required even if no shipments are made. To enter a zero

report follow the below instructions.

From the Monthly Submissions menu click Review/Submit

'€ Excise Tax = Menthly Submissions -
— -~ — _—

SGU-
@Conver‘t v [EHSelect

Share Browser WebEx

£ | https://appsldev.mo.gov/ATCLIC/upload.aspx

TL? Favorites TJ;;', & | state agency ‘ Missouri Department of R.. | 0] Outlook Web App & | ETA - My Work Schedule g | Free Hotmail u Suggested Sites = 7
i~ B ~ =) s v Pagev Safetyv Tools~v ﬂv

3

(& Excise Tax :: Monthly Submissions

5 - m Jay Nixon, Governor
Missouri Department of Public Safety Lafayette E. Lacy, State Supervisor

Alcohol & Tobacco Control

3333333 2014/01 Lic# Date SET Logout cmitchem@state.mo.us
LWS - LICENSEE NAME MENU
HOME
MONTHLY SUBMISSIONS INVOICE SUBMISSIONS
LEDGER
INVOICE UPLOAD INVOICE ENTRY INVENTORY REVIEW/SUBMIT
HISTORY
FILE FORMAT
Invoice Upload
File: Browse...
& Internet | Protected Mode: On fa v RI00% -

[ Epay - Micr... ® RE Instructi. i Sessi - | 21 SessionB - .. Licensee In..



Your screen will look like this:

@ Excise Tax = Monthly Submissions -
— - — _ —
QuU-

@Cnnver‘t * [@HSelect

£ | https://appsldev.mo.gov/ATCLIC/upload.aspx - %

e Share Browser WebEx
\TL? Favorites 7.)5 & | state agency ‘ Missouri Department of R.. | 0] Outlook Web App & | ETA - My Work Schedule & | Free Hotmail U Suggested Sites -
% v B v [ o= v Page~ Safetyr Tools+ @~

3

3>

(& Excise Tax :: Monthly Submissions

" P = Jay Nixon, Governor
Missouri Department of Public Safety Lafayette E. Lacy, State Supervisor

Alcohol & Tobacco Control

3333333 2014/01 Lic# Date SET Logout cmitchem@state.mo.us
LWS - LICENSEE NAME MENU
HOME
MONTHLY SUBMISSIONS INVOICE SUBMIS SIONS
LEDGER
INVOICE UPLOAD INVOICE ENTRY INVENTORY REVIEW/SUBMIT
HISTORY
FILE FORMAT
Pending Submission
Liguer. coeeeennn 0 gallons 0 record(s)
Maltioeirenivnnns 0 gallens
[T T o gallons
Done € Intemet | Protected Mode: On fa v WI00% -

[ Epay - Micr.

Click Submit



You will receive a message stating: This action is final. No further submissions for the selected license
and tax period combination will be accepted.

@ ) - € | https://appsldev.mo.gov/ATCLIC/upload.aspx ing

x @Conver‘t v [EHSelect

x ShareBrowser WebEx ~

3

f\? Favorites &3 £ | state agency ‘ Missouri Department of R.. | 0] Outlook Web App & | ETA - My Work Schedule g | Free Hotmail ﬂ Suggested Sites -

>

'_r,éExciseTax::MUntthSubmissiUns T’} hd E ~ [J msh v Page~ Safety~ Tools~ '@"

Jay Nixon, Gow
Lafayette E. Lacy, State Supervis

Missouri Department of Public Safety

Alcohol & Tobacco Control

3333333 2014/01 i Message f - t | ) cmitchem@state.mo.us
LWS - LICENSEE NAME MENU
\ This action is final. Mo further submissions for the selected license and HOME
&V tax period combination will be accepted.
MONTHLY SUBMISS INVOICE SUBMISSIONS
OK ] ’ Cancel LEDGER
INVOICE UPLOAD INVOICE
HISTORY |
FILE FORMAT
Pending Submission
Liguer.ceeeernnss 0 gallons 0 record(s) SUBMIT
MaTt. e 0 gallons
L = 0 gallens
Dne . _ . | & Internet | Protected Mde: On fa v H100% ~

@ Epay - Micr... ¥ RE Instructi... || =¥'Session A -.. "= SessionB - ... Licensee In... | « o4 TA9AM

Click OK



The Ledger screen will come up showing $0.00 amount due

S Convert + [FHSelect

9 Share Browser WebEx
77 Favorites 9k @] stateagency W Missouri Department of R.. 0] Outlook Web App & ETA - My Work Schedule & | Free Hotmail [[J Suggested Sites »

| @ Excise Tax : Ledger | fii ~ B ~ = o v Pagev Safety~ Tooks~ @~

. - . Jay Nixon, Governor
Missouri Department of Public Safety Lafayette E. Lacy, State “lupnn

Alcohol & Tobacco Control

3333333 2014/01 Lic# Date SET cmitchem@state.mo.us
LWS - LICENSEE NAME MENU
HOME
LEDGER INVOICE SUBMISSIONS
LEDGER
VIEW LEDGER MAKE AN ELECTRONIC PAYMENT
HISTORY
FILE FORMAT
Current Balance
$0.00
& Internet | Protected Mede: On Faov W100% -

@ Epay - Micr... B RE: Instructi... || =8 Session A-... =1 SessionB- ... ) Licensee In... | = L | 7:49 AM

You have completed a zero wholesale report!
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Invoice Upload Instructions
Invoice Upload tab allows you to upload a text file that includes all of the required information regarding
shipment(s) you received. You will submit one text file that includes all alcohol types.

@ Excise Tax x Monthly Submissions -
-~ e —

U~
& Convert » [FHSelect

9 Share Browser WebEx ~

7 Favorites 95 @) state agency ‘ Missouri Department of R.. | 0] Outlook Web App & | ETA - My Work Schedule & | Free Hotmail [j Suggested Sites =
% v B v (=] d=m v Page~ Safetyr Tools+ @~

£ | https://appsldev.mo.gov/ATCLIC/upload.aspx - %

3

3

& Excise Tax = Monthly Submissions

. - " Jay Nixon, Governor
Missouri Department of Public Safety Lafayette E. Lacy, State Supervisor

Alcohol & Tobacco Control

3333333 2014/02 Lic# Date SET cmitchem@state.mo.us
LWS - LICENSEE NAME MENU
HOME
MONTHLY SUBMISSIONS INVOICE SUBMISSIONS
LEDGER
INVOICE UPLOAD INVOICE ENTRY INVENTORY REVIEW,SUBMIT
HISTORY
FILE FORMAT
Invoice Upload
File: Browse
& Internet | Protected Mede: On 5 v H100% -

@ Epay - Micr... RE: Instructi... | [ =¥ Session A-... =¥ SessionB - ... Y Licensee In... | = L | 7:51 AM
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To upload a text file you will click on browse and search for the text file you want to upload. Once you
find the file click on it and your text file will be displayed in the box. Once file shows in the box click

upload.

@Conver‘t v [EHSelect
Share Browser WebEx

TL? Faverites TJ;:, £ | state agency ‘ Missouri Department of R.. | 0] Outlook Web App & | ETA - My Work Schedule g | Free Hotmail U Suggested Sites - =
f’-} v i ~ ] o= v Pagev Safety~ Tools~ 9'

>

/& Excise Tax :: Monthly Submissions

. - " Jay Nixon, Governor
Missouri Department of Public Safety iy g

Alcohol & Tobacco Control

3333333 2014/02 Lic# Date SET cmitchem@state.mo.us
LWS - LICENSEE NAME MENU
HOME
MONTHLY SUBMISSIONS INVOICE SUBMISSIONS
LEDGER
INVOICE UPLOAD INVOICE ENTRY INVENTORY REVIEW,SUBMIT
HISTORY
FILE FORMAT
Invoice Upload
File:  H:\Epayl\Licenseee BEER.TXT )
@ Internet | Protected Mode: On fa v H100% -

@ Epay - Micr... ¥ RE Instructi... || =¥'Session A -.. "= SessionB - ... Licenseeln.. | « Y7 o  7:52AM
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You will receive a message box that says any pending submissions for current license and tax period will
be deleted. Click OK.

@ Excise Tax x Monthly Submissions - Windo Explore

L= e
@I\J' « | €] https://appsldev.mo.gov/ATCLIC/upload.aspx Bing Jo i

% @fConvert v EHSelect

x QShareBrowser WebEx ~

3

77 Favorites 9k @] stateagency W Missouri Department of R.. 0] Outlook Web App & ETA - My Work Schedule & | Free Hotmail [[J Suggested Sites »

e ¥
& Excise Tax = Monthly Submissions fii ~ B ~ = o v Pagev Safety~ Tooks~ @~

Missouri Department of Public Safety

Alcohol & Tobacco Control

)| cmitchem@state.mo.us
MENU
I-"' Any pending submissions for the current license number and tax period
&Y il be deleted. ELE
MONTHLY SUBMISS INVOICE SUBMISSIONS
LEDGER
INVOICE UPLOAD INVOICE E3 ok J[ Conce
HISTORY |
FILE FORMAT
Invoice Upload
Filer  H\Epay\Licenseee BEER TXT
UPLOAD
uload.x ] . | & Internet | Protected Mde: On a3 v 0% ~

@ Epay - Micr... B RE: Instructi... || =8 Session A-... =1 SessionB- ... Licensee In... | L | 7:53 AM
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If your upload is successful your screen will look like this:
Excise Tax =

£ | https://appsl dev.mo.gov/ATCLIC/upload.aspx

@Cnnver‘t * [@HSelect
e Share Browser WebEx
\TL? Favorites 7.)5 & | state agency ‘ Missouri Department of R.. | 0] Outlook Web App & | ETA - My Work Schedule & | Free Hotmail U Suggested Sites -

(& Excise Tax :: Monthly Submissions far ~ B ~ [ @ v Pagev Safetyv Tools~ @~

" P = Jay Nixon, Governor
Missouri Department of Public Safety e Ay gt

Alcohol & Tobacco Control

3333333 2014/02 Lic# Date SET cmitchem@state.mo.us
LWS - LICENSEE NAME MENU
HOME
MONTHLY SUBMISSIONS INVOICE SUBMIS SIONS
LEDGER
INVOICE UPLOAD INVOICE ENTRY INVENTORY REVIEW/SUBMIT
HISTORY
FILE FORMAT
File was successfully validated.
Invoice Upload
File:
Done € Intemet | Protected Mode: On fa v WI00% -

[ Epay - Micr...

14



If you have an error message it will look like this and you will need to correct the errors and upload your

file again until you receive a successful load.
ExciseTa)( = Monthly S bmissions - ows Internet |

0.gov/ATCLIC/upload.aspx

9 Share Browser WebEx
77 Favorites 9k @] stateagency W Missouri Department of R.. 0] Outlook Web App & ETA - My Work Schedule & | Free Hotmail [[J Suggested Sites »

| € Excise Tax :: Monthly Submissions fii ~ B ~ = o v Pagev Safety~ Tooks~ @~

. - . Jay Nixon, Governor
Missouri Department of Public Safety Lafayette E. Lacy, State Supervisor

Alcohol & Tobacco Control

3333333 2014/03 Lic# Date SET cmitchem@state.mo.us
LWS - LICENSEE NAME MENU
HOME
MONTHLY SUBMISSIONS INVOICE SUBIS SIONS
LEDGER
INVOICE UPLOAD INVOICE ENTRY INVENTORY REVIEW,SUBMIT
HISTORY
FILE FORMAT
Row 1: Invalid zip code.
Invoice Upload
File:
& Internet | Protected Mede: On Faov W100% -

@ Epay - Micr... B RE: Instructi... || =8 Session A-... =1 SessionB- ... ) Licensee In... | = L | 8:05 AM

Once you have a successful upload you are now ready to review.

Click Review/Submit tab at the top.

Please refer to the Review/Submit instructions for your next step.

15



Invoice Entry Instructions:
This tab allows you to manually enter all the invoice information for shipments you received from
Solicitors/Manufacturers. You will need to enter each invoice separately. If the invoice has multiple

alcohol types you will need to do a separate entry for each alcohol type.

& Excise Tax = MEtth Submissions -

GU-~
@Conveﬂ: - Select
Share Browser WebEx -

oz S

€ | https://appsldev.mo.gov/ATCLIC/upload.aspx hd %

7.7 Favorites 95 @ state agency ‘ Missouri Department of R... | 0| Outlock Web App & | ETA - My Work Schedule & | Free Hotmail U Suggested Sites -

@ExcisETax::MUntthSubmissiUns f’} = E ~ [ @@ v Pagew Safety~ Toolsw 9_

3333333 2014/02
LWS - LICENSEE NAME MENU
HOME
MONTHLY SUBMISSIONS INVOICE SUBMISSIONS
LEDGER E
INVOICE UPLOAD INVOICE ENTRY INVENTORY REVIEW/SUEMIT
HISTORY
FILE FORMAT
Manual Invoice Entry
license # | Zip o
Invoice # ship Date:
Aleohol Type: 117 - Liquor IZI
Gallons: Alcohal Percent:
Order #
Quantity:
Done | & Internet | Protected Mode: On fa v H100% -

[® Epay - Micr... B RE: Instructi... || 2§ Session A-... 27 SessionB - ... Licensee In... | - L | 7:56 AM

License # Enter the license number of the Solicitor/Manufacturer you are receiving from. There is a list
of all active license numbers available on our website www.atc.dps.mo.gov under the Excise Tax tab. If
the wholesaler has more than one location you are required to report the location you shipped to. This

field is required.

Zip 9: Enter the 9 digit zip code of the Solicitor/Manufacturer you are receiving from. A list of all 9 digit
zip codes is available on the Division’s website www.atc.dps.mo.gov under the Excise Tax tab. This field

is required.

Invoice #: Please enter the complete invoice number including both numbers and letters. This field is

required.
Ship Date: Enter the ship date of the invoice in this format XX/XX/XXXX. This field is required.
Alcohol Type: Click the down arrow to choose the alcohol type of the product: Liquor, Wine or Malt.

This field is required.

16
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Gallons: Enter total gallons for the alcohol type you have received for the invoice. If the invoice has
more than one alcoholic type you will need to do separate entries for each type. Report all gallons to
the nearest tenth after the decimal place. You cannot report any negative amounts in this field. This

field is required.

Alcohol Percent: Report alcohol percentage of products here. This field is not required.

Order #: Report the order number of the shipment. This field is not required.

Quantity: Total number of packages sent on invoice. This field is not required.

Description: Brief description of the product. This field is not required.

After all information is entered your screen will look like this:
€ Excise Tax : Monthly Submissions
SU-

% S Convert v [FHSelect

% @) Share Browser WebEx =

7 Favorites 9k @] stateagency W Missouri Department of R.. 0] Outlook Web App & ETA - My Work Schedule & | Free Hotmail [[J Suggested Sites »
fii ~ B v = & v Pagev Safetyv Tooks~ @~

£ | https://appsldev.mo.gov/ATCLIC/upload.aspx

(& Excise Tax :: Monthly Submissions

LWS - LICENSEE NAME MENU
HOME
MONTHLY SUBMISSIONS INVOICE SUBMISSIONS
LEDGER I
INVOICE UPLOAD INVOICE ENTRY INVENTORY REVIEW/SUBMIT
HISTORY
FILE FORMAT
Manual Invoice Entry =
Licanse = 2222222 zps: 651010002
Invoice # 091598 ship Date: ~ 02/15/2014
aleahol Typa: | 1w - Wine |Z|
Gallons:  785.46 Alcohol Percent: n
Order #
Quantity:
Description:
| a0 |
Done & Internet | Protected Mode: On ¥ v ®100% -
’ @ Epay - Micr... | B RE Instructi.. PeSecon A .. T=1StmonE .. || D TicensecIn... | < {24 T757AM

When you are finished entering invoice information click add.

17



If everything was entered correctly you will get a message Record added. Then you can add your next
record. Continuing adding records until all invoices and alcohol types have been reported.

€ . £ | htty ppsldev.mo.gov/ATCLIC/upload.aspx

% @fConvert v EHSelect

x O Share Browser WebEx

77 Favorites 9k @] stateagency W Missouri Department of R.. 0] Outlook Web App & ETA - My Work Schedule & | Free Hotmail [[J Suggested Sites »

fa - ~ [ d= v Pagev Safetyv Toolsv (@~

(& Excise Tax :: Monthly Submissions

LWS - LICENSEE NAME MENU i
HOME
MONTHLY SUBMISSIONS INVOICE SUBMISSIONS
LEDGER I
INVOICE UPLOAD INVOICE ENTRY INVENTORY REVIEW/SUBMIT
HISTORY
FILE FORMAT

Record added.

m

Manual Invoice Entry

License # 2222222 Zip 9: 651010002
Invoice # 091598 Ship Date:
Alcohal Type: Ll - Liquor IZI B
Gallons: Alcohal Percent:
Order #
Quantity:

Description:

& Internet | Protected Mede: On da v ®|100% v

[@ Epay - Micr... " B RE Instructi.. || =8 SessionA-.. "™ SessionB- .. | Licensee In... | = L | 7:57 AM
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If there are errors on the page you will receive an error message and need to correct errors and try

adding record again.
& Excise Tax = Monthly Su

£ | https://appsldev.mo.gov/ATCLIC/upload.aspx

% @fConvert v EHSelect
x OShareBrowser WebEx ~

77 Favorites 9k @] stateagency W Missouri Department of R.. 0] Outlook Web App & ETA - My Work Schedule & | Free Hotmail [[J Suggested Sites »

@ Excise Tax :: Monthly Submissions | ﬁ B - = g%a v Page~ Safety v Tools v -@-v
LWS - LICENSEE NAME MENU i
HOME
MONTHLY SUBMISSIONS INVOICE SUBMISSIONS
LEDGER I
INVOICE UPLOAD INVOICE ENTRY INVENTORY REVIEW/SUBMIT
HISTORY
FILE FORMAT
Manual Invoice Entry =
lLicanse & 2222222 = zps: 651010003
Invoice # 78445 ship Date: ~ 02/25/2014
Aleahol Type: | 1w - Wine IZI i
Gallons:  45.66 Alcohal Percent:
Order #
Quantity:
Description:
Validation Errors:
Zip9 does not match that of the License entered. il
Done | & Internet | Protected Mde: On da v ®|100% v

[@ Epay - Micr... " B RE Instructi.. || =8 SessionA-.. "™ SessionB- .. Licensee In... | = L | 7:58 AM

Make sure all invoices are entered before moving to the next step.

After all invoices are entered you are ready to review and submit your invoices.

Click Review/Submit

Please refer to the Review/Submit instructions for your next step.
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Review/Submit

Your screen will look like this:

% & Convert v elect
x GShareBrowser WebEx ~

3

7 Favorites 9k @] stateagency W Missouri Department of R.. 0] Outlook Web App & ETA - My Work Schedule & | Free Hotmail [[J Suggested Sites »

3

'_féExciseTax::MontthSubmissions @ v > = gé; v Page~v Safetyv Tools v |®|v
LWS - LICENSEE NAME MENU i
HOME
MONTHLY SUBMISSIONS INVOICE SUBMISSIONS I
LEDGER
INVOICE UFLOAD INVOICE ENTRY INVENTORY REVIEW/SUBMIT
HISTORY
FILE FORMAT i
Pending Submission
Liguer. seveernnss 0 gallens 16 record(s) SUBMIT B
Malt,oouuns 3635.90 gallons
Wire. . oeean 831.12 gallons
Invoice # License # Zip Alc Type Gallons % Alc
0035326509 13849 402101038 Malt 60.00 0.048 Delete
0035326509 13849 402101038 Malt S0.00 0.048 Delete
0035326509 13849 402101038 Malt 630.00 0.050 Delete
0035326509 13849 402101038 Malt 405.00 0.043 Delete
& Internet | Protected Mede: On da v ®100% v

..... | [@ Epay - Micr... " B RE Instructi.. || =8 SessionA- .. "®1¥ SessionB- .. | Licensee In... | - L | 7:59 AM

This screen will show all pending submissions. At this time if you notice one of the entries is incorrect
you can delete the entry by clicking on delete and it will remove the entry. If you notice you are missing
an entry you can go back to Invoice Entry and add another invoice.

Once the total gallons are correct you will click submit.

20



This screen will appear with a message box stating: This action is final. No further submissions for the
selected license and tax period combination will be accepted.

/:_ F) ax Ao
._r"_\l_

x @Conver‘t - Select

% @) Share Browser WebEx v|

3

fi Favorites f,:‘*@ £ | state agency ‘ Missouri Department of R... lg] Outlook Web App & | ETA - My Work Schedule g | Free Hotmail ﬂ Suggested Sites -

= >
(& Excise Tax :: Monthly Submissions & = v [] mm v~ Page~v Safetyv Tools~ @v
LWS - LICENSEE NAME MENU i
HOME
MONTHLY SUBMISSIONS INVOICE SUBNISSIONS I
LEDGER
INVOICE UPLOAD INVOICE ENTRY INVENTORY REVIEW/SUBMIT
HISTORY
r Y
Message from webpage M =
} FILE FORMAT 1
& This action is final. Mo further submissions for the selected license and
Pending Submission &Y' tax period combination will be accepted.
LigQuor. e erennnns 0 gallons T
[ OK ] ’ Cancel
Malt.oouuus 3635.90 gallons
Wire. ... 231.12 gallons “
Invoice # License # Zip Alc Type Gallons 9% Alc
0035326509 13848 402101033 Malt 60.00 0.0438 Delete
0035326509 13849 402101038 Malt 50.00 0.043 Delete
0035326509 13849 402101038 Malt 630.00 0.050 Delete
0035326509 13849 402101038 Malt 405.00 0.048 Delete
upload.aspx e Internet | Protected Mode: On fa v ®100% -

1§ Session

21



After clicking OK the Ledger screen will appear with no balance due. Wholesalers pay no taxes to the
State.

e Share Browser WebEx
\TL? Favorites 7.)5 & | state agency ‘ Missouri Department of R.. | 0] Outlook Web App & | ETA - My Work Schedule & | Free Hotmail u Suggested Sites -
% v B v [ o= v Page~ Safetyr Tools+ @~

(& FExcise Tax :: Ledger

5 M = Jay Nixon, Governor
Missouri Department of Public Safety Lafayette E. Lacy, State Supervisor

Alcohol & Tobacco Control

3333333 2014/02 Lic# Date SET Logout cmitchem@state.mo.us
LWS - LICENSEE NAME MENU

HOME
LEDGER INVOICE SUBMISSIONS

LEDGER
VIEW LEDGER MAKE AN ELECTRONIC PAYMENT

HISTORY

FILE FORMAT

Current Balance

$0.00

@ Internet | Protected Mode: On g v H100% -

@ Epay - Micr... % RE: Instructi... || =0 Session A-... =1 Session B - ... || T LicenseeIn... | « 4 T59AM

You have completed entering your wholesaler report.
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History:
This screen will show your previous submissions

x @Conver‘t v [EHSelect
x ShareBrowser WebEx ~

3

f\? Favorites i,;;', £ | state agency ‘ Missouri Department of R... |0 Outlock Web App & | ETA - My Work Schedule & | Free Hotmail ﬂ Suggested Sites -

>

'_r,éExcise::History | & b E > = E%J ~ Page~= Safety~ Took - '@"

3333333 2014/02 Lic# Date SET
LWS - LICENSEE NAME MENU
HOME
SUBMISSION HISTORY INVOICE SUBMISSIONS
LEDGER
SUMMARY INVENTORY INVOICE DISCREPANCY =
HISTORY
FILE FORMAT
Alc Gallons Tax User
L 0.00 $0.00 Mitchem, Charlene b
M 3635.90 $218.15 Mitchem, Charlene
w g31.12 $349.07 Mitchem, Charlene

Done e Internet | Protected Mode: On fa v H100% -
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File Format:

Required format for the text for uploading invoices into our system.

@ Convert ~

Share Browser WebEx -

’3 Faverites TJ;:, £ | state agency ‘ Missouri Department of R.. | 0] Outlook Web App & | ETA - My Work Schedule g | Free Hotmail u Suggested Sites - =

>

/& Excise : Formatting f’} v i ~ ] o= v Pagev Safety~ Tools~

Jay Nixon, Governor
Lafayette E. Lacy, State Supe

Missouri Department of Public Safety

Alcohol & Tobacco Control

3333333 2014/02 Lic# Date SET cmitchem@state.mo.us
LWS - LICENSEE NAME MENU
HOME
UPLOAD FILE FORMAT INVOICE SUBMISSIONS
FIELD TYPE DESCRIPTION L=ress
WHL /SOL NAME 40A whl/s01 you are shipping to or receiving from LRI
ADDR1 40A dba (doing business as) FILE FORMAT
ADDRZ2 40A building number / street
ADDR3 70A city f state / zip
SHIP DATE 10A date shipped (mmddyyyy)}
INVOICE NUM 10A invoice number
ORDER NUM BA order number
QUANTITY 29A case quantity / btls / size
DESCR 30A product description =
Done & Intemet | Protected Mode: On fa v H100% ~

1§ Session
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